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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Introduction

The Board of Elections (“Board”) produced this manual to assist candidates, officeholders,
committees and their treasurers with electronic filing of campaign finance reports via the
Electronic Reporting and Tracking System (“ERTS”).

If you have any problems or questions not resolved by this manual, please call a member of
the campaign staff at (401) 222-2345; meet with a member of the campaign finance staff in
person; or email the Board at campaign.finance@elections.ri.qgov .

This ERTS User Manual is a “how-to guide” for the electronic filing of campaign finance
reports. Candidates, officeholders, committees and their treasurers are strongly
encouraged to review the Campaign Finance Manual as a resource for campaign finance
laws, rules, regulations, and compliance.
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STATE OF RHODE ISLAND

BOARD OF ELECTIONS

Getting Around in ERTS

Click on the

Once you login to ERTS, you will start at the Organization Overview screen seen
below (Figure 1):

'3 https://secure2.ricampaignfinance.com/rhodelslandcf/Candid~ce /Candidateworkspace_a.aspx - P

File

Your campaign name will be displayed here

Edit  Miew Favorites  Tools  Help
“Help with =~ 4 — AT e —— o
: « . » 0 B al|la/u 8 3| B a =
this paqe” Back Farward Stop  Refresh  Home Sear Favorites  Media  History Tail Print Edlt Discuss  j#opel
link to Address |’Ej hittps:ffsecure2 ricampaignFinance. com,hodelslapdeF(C andidate/Candidateworkspace_a,aspx /Li o Eo | Links ”| Google ~ | 2%
access [~
instructions Organization Overview

about the
page

Board of Elections
Home Page

General Irformation

Mewy Filed Reports

Welcome back: JOHH O CAHDIDATE

Help with thiz page

Overview

Cm

|Account Status

[Ending Balance as of 03/31/2005 $870.23
IPending Contributions $0.00
IPending Expenditures $0.00

User Login
Search

- Filings

- Cortributions

[Transaction History

Year to Date Totals

Transaction Type

- Expenditures

IExpenditures | $9?4.77|
Cortact Us
Campaign Finance Reports Due
Horme
: Report Type Due Date Report Status
L 2005 On-Going Guarterly (2nd) 07/30/2005 View/File
Lhange Fin 2005 On-Going Guarterly. (3rd) [10/3042005 View/File
2005 Orifboing Guarterly (4th) (11 /302005 View/File
Violation Balance
\ =
T e e e——
[ \ [ 5 [ mremet

Reports due, as scheduled by the BOE,
are displayed here

Figure 1 - Organization Overview

A report not filed by its Due Date will have a Past Due
Report Status

Navigation Tabs

The Navigation Tabs are the primary way to access most areas within ERTS (Figure 1.1).

Your last login date is displayed here

/ LOg off
Last Login: May 13 2005 10:08AM
Lag Of | 2 TTa0E)

Navigation
Tabs

Overview
Horme
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Navigation Buttons

Use this button to return to the previous screen. It is recommended that you use this
button instead of the Back button on your Web browser.

Use to add a new contribution or expenditure

Use to find a contribution or expenditure that you have already submitted.

Use to search for an existing donor from a contribution or an existing payee from
expenditure.

Use to submit information to ERTS.

1A

The “Help with this page” link displayed in the upper left corner of every page
is a very useful resource to use while logged into ERTS.
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STATE OF RHODE ISLAND

Organization Overview

BOARD OF ELECTIONS

Every user begins in the Organization Overview area. There are four main sections of the

Overview area:

Account Status (Figyre 2)

Information contained in this section includes:

e Ending Cash Balance: the ending cash balance of the most recent report

received by the BOE.

¢ Pending Contributions: total contributions entered into ERTS, but not contained

within a filed report (see page 42 for additional details).

e Pending Expenditures: the total expenditures entered into ERTS, but not
contained within a filed report (see page 42 for additional details).

Transaction History g, 2

Information in this section includes:

e Contributions: the total of all contributions entered into ERTS for reports that

have been “Received by the BOE” during the calendar year.

e Expenditures: the total of all expenditures entered into ERTS for reports that

have been “Received by the BOE” during the calendar year.

"; https:/ /secure2.ricampaignfinance.com;thodelslandcf/Candidate /Candidateworkspace_a.asps - Microsoft I

=151 x|

|E\\e Edit  Wiew Favotites  Tooks  Help

« .+ @ B &A@ 3 B @ | B & B H ¥

Back Forward Stop Refresh  Home Search  Favorites  Media Histary. Mail Prink Ed Discuss ieSpel

Address IQ https:{fsecure2.ricampaignfinance. comfrhodelslandcfiCandidate/Candidatewarkspace_a.aspx

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Organization Overview
Welcome back: JOHH Q CAHDIDATE Last Login: Apr 14 2005 8:28AM

Help with this page Log Off |w1.5.2 (stage)

Overview

Rhode IslanaMeny |ACCOUNE Status

Board of Elections Totals

=] @0 |tins >
=

Account
Status
Section

r Totals

Transaction
History

Home Page Ending Balance as of 12/31/2004 $0.00]
General Information [Pending Contributions $0.00
View Filed Reports Pending Expenditures 0,00
User Login

Transaction Histo
— | y <
- Filings Transaction Type Year to Date Totals
P M Contributions $0.00]
- Expenditures [Expenditures [ 50,00
Contact Us
Campsign Finance |Reports Due
Home
= Report Type Due Date Report Status
s 2005 On-Going Guiartarly (13t) 0473072005 Past Due View/File =
Change Pin |2005 On-Gaing Guarterly (2nc) 07:30/2005 View/File

2005 On-Going Quarterly (3rt) 1043012005 View/File

2005 On-Going Guartetly (4th) 0743042006 View/File

1
.2
&] Done T

Figure 2 — Organization Overview
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

’a https:,;",;"secure2.ricampaignfinance.con1,-"RhudeIsIandEF,;"Eandidate,;"[ontrihutinnwmkl"age.aspu—'ﬁ'lu‘;'t"b_s'_gfé'j: & 1!

Fle Edit “iew Favorites Tools Help |“

« .+ O B @8 @ m B 3 |B & O =2 %
Back Farward Stop Refresh  Home Search Favorites  Media Histary Tail Print Edit Discuss  ieSpel
Address iiﬂ https: fisecure2. ricampaignfinance . comiRhodelslandCFCandidatefCantributionWarkPage. aspx j PGD ! Links **
o Organization Overvi =
o rganization Qverview
' ‘Welcome back: JOHN Q CANDIDATE Last Login: Apr 15 2005 $:19AM

Help with this page

Log Off | w152 (stage)

Reports Rhode stand Menu |ACCOUN Status
Due ]
Secti Home Paas ding Balance as of 12/31/2004 $0.00
ection Genersl Information |Pending Contributions $1,345.00
Miaw Fled Reoorts [Pending Expenditures $974.77
= in . i
[Transaction History .
: - View/
i Transaction Type Year to Date Totals Fil
- Contribia Contributions $0.00 — Flle
ReP - Expenditures IExpendilures | $ll.Il[l|
Type ontact Us
L |Reports Due
o
Report Type Due Date Report Status _
Far 2005 On-Going Quarterly (1st) 0453002005 Past Due #%/File
Lhange Fin 2005 On-Going Quarterly (2nd) 07 /3002005 View/File
Violation 2005 On-Going Quarerly (3rd) 103002005 View/File Report
2005 On-Going Quarterly (4th) 0173072006 View/File
Date ~_ : Due
Date
[Board Actions (Fines and Violations)
Descripiion Violation Date Violation Description Violation Balance
(Open 1100572004 Late Filing iolation 1525.00
\—}Open\ [11730/2004 |Cate Filing Violation |EEE] 0& \1 : — Fine
L] > [ 12 | meemet Amounts

Figure 3 — Organization Overview

Reports Due .3

Information in this section includes:

indicates whether the report is past due or rejected.
e View/File: provides a link to view and file the report which is due.

To view filings received by the BOE, look under the Filings tab (see
Figure 28 on page 35).

Board Actions ;g3

Information in this section includes:

o [IENSLOIN:: indicates whether a fine or penalty assessed by the BOE is open,
paid, revoked or suspended.

VALV W XYl olile]5l: a description of the BOE action.
VALIEWCHEEIEGTT: the current outstanding balance of the fine or penalty.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contributions

Clicking on the SLTIIIETTE tab brings you to the Contributions section of ERTS. This
is where you enter and manage all contributions received by your organization (Figure 4).

Contributions
Tab

Click Here to

\ !

’; https:/ fsecure?.ricampaignfinance.com/rhodeIslandcf/Candidate /Candidateworkspace_a-aspx -Mir_l‘n

18]

File Edit Wwiew Favotites Tools  Help

e .+ @ B 4@ @ ® @ B & W o9 3
Back. Fopwatd Stop Refresh Home Search Favorites  Media  History Mail Print Edt Discuss  ieSpell

Address Ig] https:/fsecureZ ricampaignfinance. com/rhodelslandcffiC andidatefCandidateworkspace_a.aspx

| @as | Links ?
=

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Administration
dielcome back: JOHH & CAHDIDATE

Add a

Last Login: Apr 15 2005 9:14AM Contl’ibution

Help with 4k, Log Off |v1.5.2 (stage)

BT Contributions TESBERUMUIES

Find
Contribution
Rhode Island Menu | = @ntribution History (10 most recent Contributions)
EBoard of Elections m
Home Page 10 Most
) Dono 0 : 0 on Date Deposit Da 0 on Amo
Genersl information  figs | jsa K JONES  |Inciviusl o 52008 i $300.00E dit Recent
View Filed Reports  [JOHN @ CANDIDATE |Loan Procesds 021572005 « 500 O0|Edit Tontributions
User Login Agoregate - Individual 030772005 03072005 $370.00|Edit
e JAHE JONES inciiviciual 0241872005 $125.00 Edit
TR MR JOHN N, SMITH  [Incivicual 0111272005 $50.00|Edit

- Contributions
- Expenditures

\ Edita

|Donor Maintenance

Enter the Cortact Us Contribution
D By entering the Donor Meirtenance sres, you a= the user wil have the akility to search for a donor and to fix any information that is
onor Campaign Finanoe =tored about the selected donor
Maintenance | for= Wi s
: ~pdate & Uonor
Sect|on Hems ate a Llanar
Change Pin
o= =i
[&] Done [ [ |@ [ﬂ Internet

Figure 4 — Contribution Administration

Contribution History e 4

This section allows you to view up to the last 10 contributions entered into ERTS, add new

contribu

tions and find and edit contributions already entered into ERTS.

o Dono : Name of the donor (if applicable).

o (o NpligloIViil-1 AL The type of contribution received, such as Individual, Party,
PAC, etc.

o [N & The date the contribution was received by the duly appointed
campaign treasurer or deputy treasurer.

o DLTIFI@IEIE: The date the contribution was deposited into a campaign account.

o [ofeJoiigle IVl les WaN1sleIt3li: The amount of the contribution.

e Edit: The link allows the editing of contribution information for the last 10
contributions entered into ERTS, but which have not been filed. You will not be
able to delete a contribution using the Edit link.

ERTS USER MANUAL 9 MAY 2020




STATE OF RHODE ISLAND BOARD OF ELECTIONS

Add a New Contribution-Individual (Figure 5)

To add a new contribution from an individual into ERTS:

1. Click on the m button in the Contributions History section (Figure 4), which
brings you to the Contribution Entry page. (Figure 5). The Contribution Type
‘Individual” is the default setting in ERTS (Figure 6).

2. Enter the required Contribution information.

3. Enter the donor’s Last Name in the Donor Information area.

4. Click on the ISl button.

a. if Donor Information is already stored in ERTS, select correct name.
b. If Donor Information is not already stored in ERTS, enter all required Donor
Information and Employer Information

5. Click on the m button to save contribution in ERTS.

6. Repeat steps 1-5 to continue data entry of contributions received.

7. Click on the m button to go back to the Contribution Administration page.

ERTS USER MANUAL 10 MAY 2020




STATE OF RHODE ISLAND BOARD OF ELECTIONS

'a Candidate Contribution - Microsoft Internet Explorer 1=l
Elle Edit Wew Favortes Tools Help ‘

« .+ 0 B 4 8 m @ @ | B &G o = %
Back Farward Stop  Refresh  Home | Search Favorites Media  History Mail Print St Discuss  ieSpel
:dirass iﬁﬂhttps:,ifsecurez‘ricampaignfinance.corm'rhodeIsIanch,iCand\dateJContributionWorl@age.aspx j oren |L‘”k5 = Enter
-_&a ‘Welcome back: JOHH O CAHDIDATE Last Login: Apr 18 2005 8:46AM = specific
4\ Help with this page Log 0t | 152 (stage) Information
about the

o 3 * R d . .
Contribution X [eemtrbticn — — 22 ecomnonica contribution
Tvpe — Cortribuion Type * f,ﬁ;?ﬁ,&ﬁi) v (D,ﬁrﬂ?ﬂ,&f}eﬂ Transaction Type *  Cortribution &mount * here
yp e cliviciual =] | [ [oheck =l %]

Bhode Island Menu  Cortribution Explanation
Board of Elections =
Home Fage -
Lock Info
Genersl Information =] Enter
Viewr Filed Reports reqmred
User Login |Donor Information | — information

Search Preti: First hame: * M Last Name: * St dabOUtl‘:he
et onor here
- Contributions I I

- Expenditures Address: * |

Lontact Vs Aclclress? [

Lampaign Finance iy | State: =+ | Iip:

Home

— ™ Lock Donor Info Ent_er
=i required

Change Pin . -
|Employer Information information
Neme: % | about the
. ]
Addresst: # | donor’s
Address2 | employer
City: = 1 state e [ e [ here

Click hereto _ | /W
save \m Search for the

contribution || Click here to

in ERTS donor = cancel entry
&) Done [ & |4 mternet of the

Figure 5 - Contribution Entry page contribution

NOTE: It is important that you utilize the m feature whenever adding contributions in
order to maintain an accurate donor database and to ensure compliance with annual
contribution limits. ERTS has the capability to warn you if a donor exceeds his or her annual
contribution limit set by Rhode Island’s campaign finance laws.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contribution Type (Figure 6)

Before adding a new contribution, you must select the appropriate Contribution Type from
the drop-down list in the Contribution area of the Contribution Entry page. The following

contribution types are available to select: ——_

Contribution Type *

Incliviclusl |

Indlivicuzl

Agoregate - Individual
Agoregate - PAC
Agoregate - Party
PAC

Party

Loan Proceeds
In-kind - Individual
In-Kind - Party

In-kind - PAC

Interest Received j

z -l
Hot] () & B B i [&y SH)unttd - pan: | INGESHI-I0®

Figure 6 — Add a Contribution Screen

If you leave a required field blank, you will receive a warning message in red text
indicating which required fields you failed to correctly enter information into.
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Donor Maintenance g, 7

To update or add Personal or Employment Information for an individual donor previously
entered into ERTS by an organization:

1. Proceed to the Donor Maintenance area located under the Contributions tab on
the Contribution Administration page (Figure 7).

2. Click on Update a Donor link, which brings the user to Donor/Payee Update page
(Figure 8).

3 https:Hsecure?.ricampaignfinance.comirhodelslandcfiCandidate/ExpenditureWorkPage.aspx - Microsoft Internet Explorer

File Edt View Favorites Tools Help By

7 : A =) i \ | " T QG
@Eack iz J ‘\ﬂ ﬁ A 7 ! Search ‘L__\'i'Favor\tes ﬁ; Az b 4 | '3

Addrass :%J hitps:ffsecure2. ricampaignfinance. com|thodelslandcf{ Candidate/ExpenditureworkPage. aspx

3
v | G0 Links @

Contribution
State of Rhode Island and Providence Plantations

Campaign Finance Electronic RW Administration page
Contribution Administration

Welcome back: Richard E Thornton on behalf of JOHN O CANDIDATE Last Login: Sep 15 2005 &41AM Contributions tab
Help with thiz page Iy BOE Homepage Log Off |v1.5 4 (stage

Riode Istand Henu_|CONtribution History (10 most recent Contributions)

Home Page
- Donor Contribution Type Contribution Date Deposit Date Contribution Amount
General Information  [ROGERWILLIAMS  [ndlivicual 0201 £2005 $300.00|Edit
¥iew Filed Reports M5, LISA K JOMES [Indivicual 031552005 F300.00|Edit
it I0HN Q CANDIDATE [Loan Frocesds D2n572005 $500.00(Edit
r— \hgaregate - Individual (03072005 030772005 $370.00| Edit
UEEe JAME JONES Indliviciual 021852005 $125.00|Edit
- Contributions. MR, JOHM M. SMITH  [Indlivicual 01 /1202005 $50.00\Edit
- Expenditures .
Donor Maintenance
Cottact D [Denor Maintenance < area
Lzmpsin Frsnce By ertering the Donor Maintenance area, you as the user will have the shillty to search for & donor and to fix any information that is
Home stored about the selected donar
Forms
Update a Donor
Change Pin i
ﬁj é e Inkernet

[ (] LE.EEE!‘TF&EHFII].:-:\S € &% Gro - Mallbos: I“TEI'EF!TS User Manual Dr.., /& https:/secure2 ricam. .

Figure 7-Donor Maintenance

Update a
Donor
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secure2.ricampaignfinance.com/rhodelslandcf/Candidate/ContributionWorkPage.aspx - Microsoft Internet Explorer = 5[2’

File Edt View Favortes Tools Help i
) 4 & @ @ @B & =5 H ¥
Back Forward Stop  Refresh  Home Search Favorites Media  History Mail Print Edit Discuss  ieSpell
Address IQ] i i ndidate/C i ge.aspx z‘ P60 ‘mks »
«

State of Rhode Island and Providence Plantations Donor/Payee
Campaign Finance Electronic Reporting & Tracking System (ERTS)

/—‘ Update page
Donor/Payee Update

‘Welcome back: JOHH Q CANDIDATE Last Login: Apr 19 2005 12:57PM
Help with this page Log Off |v1.5.2 (stage)
Record Type: @ Ingividual " Organization
) Last Name
A IPersona| Information .
field
Rhodelsland Menu  prefiy  First Name ™ Last Name ¢ <t
Board of Elections [J-ON- ES
Home Page I I
Genersl information  Addresst [
View Filed Reports  Address2 [
User Login cty st [ m [
Search
- Filings
- Contributions IEmponer Information
e Employer I
Contact Us Name
2 E Employer
Lampsign Finance
Cameaign Finance  Adoresst .- Search ERTS for
Home Employer
— Address2 donor name
Employer [— ,_ Employer ,—
Change Pin City Stete: Zip match
F
=

‘ Qll e {Click here to search For an existing Donor or Payee. E— rmmt—

Figure 8 - Donor/Payee Update Page/Search for donor individual

3. Click the appropriate Record Type: Individual or Organization

a. For Individual, enter the donor’s last name into the Last Name field (Figure 8).

b. For Organization, enter Organization Name (Figure 9).

a htips:fsecure2.ricampaignfinance.com/rhodelslandcf/Candidate/DonorUpdaie.aspx?Page-Contributio - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help =

@Batk - \ﬂ ig] _;j /_J Search ‘:;‘”':(Favuntes £ _] B

Address }gj https: }fsecure2 ficampaignfinance.com/rhodeslandef /Candidate/DonorUpdate. aspx?Pags=Contribution v B ks >

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
Welcome back: Richard E Thornton on behalf of JOHN 0 CANDIDATE Last Login: Sep 15 2005 9:41AM
Help with this page Iy BOE Homepage Log Off | v1.54 (stage)

Record Type: Oindivicual @ organization

|Personal information Organl;atlon
Name field

Rhode Island Menu

Organization Name P
Bozrd of Elections |:|
Home Page

Aderesst [ |

General Informstion

YiewFiled Reports  Adcress2 I |

Search
- Filings
- Cortributions
- Expenditures

Cortact Us

Contribution Home

Cempsian Finsnce
Home

Forms

Search ERTS
for donor
name match

Change Fin

8 2] & Intermet
' | | Figure 9-Search for donor |
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STATE OF RHODE ISLAND

4. Click IESEE

BOARD OF ELECTIONS

a. For Record Type: Individual, the names of all individual donors previously
entered into ERTS by the user’s organization will be searched and any matches
will be displayed in the Search Results area (Figure 10).

For Record Type: Organization, the names of all organization payees (i.e. for

Interest Received and Refunds/Rebates) previously entered into ERTS by the

user’s organization will be searched and any matches will be displayed in the
Search Results area (Figure 11).

{ 2] ‘ ] 3 B- & = 3 ¥
Stop. Refresh  Home: Search Favorites  Media History Mail Prink. Edit Discuss  ieSpell
didate DonorUpdats ontribution =] @Pao |tk >
Help with this page Log Off | w152 (stage) ;1
Record Type: @ nabvidusl © Organization
|Personal Information
Rhode Island Ment!  profic  First Neme M Last Name Suffix
Bowdol Electons [ [eEs —
Home Page I I
mdcresst |
= Auoress2 |
City State Tip
- Flings
- Contritutions |Employer Information
Emoloyer [
Name
Enloyer |
Address|
Employer
Address2?
el E— — il E— _— Click on the name
of the donor to
update
information
/ |Search Results
Search Results area 1 Close
ID__[Full Nam- Record Date
76852 JAME JONES Currert 789 BLACKSTONE BLYD PROVIDENCE, RI 02808 ANCHOR BAMK
78858 MS_LISA K JONES Curent 123 SUBURBANST  PROVIDEMCE, RID2G0S WATERVIEW RESTURAUNT .
&] Done [ [ 8 [ memet
Figure 10 — Search Results for Individual donor




STATE OF RHODE ISLAND BOARD OF ELECTIONS

a https:Hsecure2.ricampaignfinance.com/RhodelslandCF/Candidate/Donorlpdate. aspx?Page-Contributio - Microsoft Internet Explorer

File Edt VWiew Favorites Tools  Help

7 ¥ P, A ™ a -
- ] : N ) =T i e Wl
@ Back 4 %] & o | - Search 3. Favorites { ) &

Ay

v! BY o Links *
~
Donor/Payee Update
‘Welcome back: Richard E Thornton on behalf of JOHN G CANDIDATE Last Login: Sep 15 2005 9:41AM
Help with this page bty BOE Homegpage Log Off |v1.54 (stage)
Record Type: Orinaivicusl & Organization
ey |Personal Information
Rhode Island Menu jization Name
Board of Elections
Home Page
Gereral information,  #ESS! ‘ |
Wiew Filed Reports Address? ‘ ‘
— o [ |=& | [ ]
Search .
e Click on the
- Confrbutions name of the
- Expenditures donor to
Search et update
esult area iap Finsnce i i
%H information
Home earch Results
F
e Close
Change Fin
Recnrd Sare [Address City,ST,Zip Employer Name
76854 BLACKSTONE Blddte™ Currert 789 FINANCIAL WAY  PROVIDENCE, RI (2903
76865 BANIK ONE Currert -
S )

B & tneernet

Figure 11-Search results for Organization payee

5. Click on the name of the individual donor or organization payee to update/fix.

6. Update the individual donor's (Figure 12) or organization payee’s (Figure 12.1)
information.

7 https://secure2.ricampaignfinance.com/rhodelslandcf/Candidate /Donorlpdate.aspx?Page =Contributio - Microsoft Tnk

(sl x
Ble Edt View Favortss Took el |

& = 0 4 | @& @ @ @ | B S = H »

Back Forward Stop Refresh  Home Search Favorites  Media  History Mail Print Edib Discuss  ieSpell

Page=Cantribution

Donor/Payee Update

B
E

Welcome back: JOHH Q CANDIDATE Last Login: Apr 19 2005 12:57PM
Help with this page

Log Off | ¥ 152 (stage)

Record Type. @ nividual € Orgarization
|Persona| Information
Rhode Change |
EBoard of Elestions. Da
Domd o Bleclet®  prefix st hame i Last Name suffic
Home Page
= |USA IK IJONES
Genersl ormation
View Filed Reports 123 SUBURBAN ST
User Login ddress2. [
searen
sezeh cty [PROVIDENCE Stete F p .
Update Personal
Criribuions
4
and/or Employer er Information
. Contact Uz
Information Enoirer R
CampsignFinance  Kame |
Home Engl
Erplover 570 SEASIDE LANE
forms Employer
Change Pin Address2
Emplyer [ERESTORN | Stae o il e —
-] R
c"ck le tO /|Organization Change History
E [Expire Date ___Full Name mm_ =
save Current MS | ISA K IONFS 123 SUBURBAN ST PROYIDENCE, RI 02908 ;I
D
changes CE

[T 18 (@ meemet
Figure 12 — Update Individual Donor Information
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a htips:Hsecure?.ricampaignfinance.com/RhodelslandCF/Candidate/Monorlpdate. aspx?Page=Contributio - Microsoft Internet Explorer

File Edit WView Favorites Tools  Help ,','
" - i ———
¢ = V- [ [A \ ) el A< ] ‘ 1 a8
@ Back ? ] Iﬂ Iﬂ (2| / Search 7. Favarites {} g ¥ s ‘S
e | -
Address ] hktps:ffsecure2.icampaignfinance .com{RhodelslandCFiCandidate/DonorUpdate. sspxPage=Contribution v Edco ks >

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
Welcome back: Richard E Thornton on behalf of JOHN & CANDIDATE Last Login: Sep 15 2005 $:41AM
Help with this page Iy BOE Homepage Log Off | v1.54 (stage)
Recaord Type O individual &) organization

|Persona| Information

- Update
Rhade Island Menu

Organization Name organ ization
Eozrd of Elections e )
g BN ONE )
— | : Information
Genersl formation, #%r#ss! :

View Filed Reports Address?

e city [ Stale [ | Iip

Search

- Click Fix to

save changes

Home
Forms

Change Pin

& 2 @ rtemet
Ty

Jistart | O ietterracng. s 4 so-Malbox | R ERTSUsersnuslbr,. 2 bt F— % 2:: 1 10:10 AW

Figure-12.1-Update Organization Payee Information

7. Click m at the bottom-left of the screen to save any changes. (Note: you will
be returned to the Contribution Administration page.)

Add a Contribution-Political Action Committee (PAC) or Political Party Committee
When adding a contribution from a PAC or Party:

1. Go to the Contribution Administration page located under the ESnIDunen: tab.

2. Click on the m button in the Contribution History area.

3. Select Contribution Type = PAC or Party from the drop-down list located in the
Contribution area of the Contribution Entry page. The page will automatically
refresh, bringing the user to the correct data entry screen.

4. Enter complete contribution information.

5. In the Donor Information area, enter the name of the PAC or Party or a Key #, if
known.

6. Click on the TS button (Figure 13).
Note: The correct names and addresses of all PACs and Parties registered in Rl
are stored in ERTS. If the user has difficulty locating a PAC or Party stored in
ERTS, enter only the first word in the PAC’s or Party’s name, or a portion thereof.

7. Click on the appropriate PAC name from the search results (Figure 13).
8. Click on the button to save the entry in ERTS (Figure 13.1).
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Select PAC or Party Enter

as Contribution contribution

Type infgrgatio:_)nd
|Contr|butlon *":Reco'mn?lggggd
Contribution Type * J (Rn?%e;&%t;?}?;?) * ?ﬁ&?ﬁi};?}?}}; Transaction Type * /60ntribution Amount *

[PAC = 0370372005 | 03/03/2005 | [Check L2

Contribution Explanation

[ previous Aggregate

Search

Donor Information

® Contains O Starts
PAC Name * [RI DENTAL e | Key

|
Clear
)

Organization Name Address ity, State,Zip
278 RI DENTAL PAC 875 CENTERVILLE ROAD WARWICK, RI 02886

From the search
results, click on the

name of the
appropriate donor Figure 13-Contribution Entry page for a PAC

< Candidate Contribution - Microsoft Internet Explorer

Flle Edit View Favorites  Tools  Help s

- T " = A S v | = 3
@ Back ~ [ Iﬂ Ig _:l - Zearch 5 Favarites {Ej e W _" 3

vl —) G0 Links >

Addrass :@ httpsffsecure2, ricampaignfinance. comfRhodelslandCFfCandidate/contribution, asps

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Entry

Welcome back: Richard E Thornton on behalf of JOHH @ CAHDIDATE Last Login: Sep 15 2005 :41AM

Help with thiz page My BOE Homepage Log Off | v 1.54 (stage)
1 . ¥ i

|Contr|but|on P

Contribution Type * (Rrsrcn?é?ith?ﬁzj i ?fﬁrﬂ?ggh?ﬁfil Transaction Type *  Contribution Amount *

|PAC v [o3u03r2005 | |03r03x2005 | | check ~v| g0 |

Rhode Island Menu  Contribution Explanation

Eoard of Elections
Home Page

Generzl Information

Wiewr Filed Reports
lissr Login |Donor Information

Bearch PAC Natme * RIDENTAL PAC

- Filings

- Eortributions

- Expenditures Click Submit button to save

Contact Us entry into ERTS

Campaign Finance

- m

Forms

Channe Pin

@ Done é e Inkternet

r'." start B LetterTracking s Ad - Mailbioz ol ERTS User Manual D, .. 2} Candidate Contributi.. . IQ

Figure 13.1-Submit registered PAC/Party contribution
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9. If the search for a PAC or Party name ultimately yields no results, add the contribution
as an Other Receipt (Figure 14).

10. Click on the | Submit | button to save the entry in ERTS.

Note: Accepting a contribution from a PAC or Party not registered in Rl is not allowed

under Rl campaign finance law. A contribution received from an illegal source must
be returned to the donor.

Enter contribution

information
Select Other Receipt as
Contribution Type
IContribution ] v Ao
Contribution Type * (F#]Eﬁ]?{lj{é[{?ya}f?) * Pnf%?ggr’)?ya;?} /ﬁ@n Type * Contribution Amount *
[ Other Receipt 03/03/2005 03/03/2005 $

Contribution Explanation * Reference Number

UNABLE TO IDENTIFY PAC IN ERTS, RECEIVED FROM

ABC PAC] \ | ‘

Include Explanation and
Name of Contributor

- Click Submit button to save
| somt [N entry into ERTS | Retm |
Figure 14-Add an Other Receipt

Add an Aggregate Contribution

The filer may elect to report contributions received as an “Aggregate” (Aggregate-Individual,
Aggregate-PAC, or Aggregate-Party as the case may be), provided the total received from a
single contributor does not exceed $100 in the calendar year (Figure 14.1).

" = Enter Deposit Date
[Contribution i
Contribution Type * ([ﬁ'ﬁ%?é’}};}?}?}f}?} Transaction Type *  Contribution Amount *

|Aggregate - Individual  ~ |\ 03/05/2005 $ |14OD |

Contribution Explanation

14 individuals @ %100 each — Select A t T
elect Aggregate-
\ as Contribution Type Enter total

aggregate amount
T Include Explanation per deposit date

P Click Submit button to save
Figure 14.1-Add an Aggregate Contribution
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Add a Loan Proceeds

A candidate may contribute or loan an unlimited amount of his/her own funds to the campaign
account (Figure 14.2).

Enter contribution

= = information # :

[Contribution / B
Contribution Type * Eﬁﬁﬁ%‘:},?ﬁﬁ) ® Pnf%?é’g;%a;; Transaction Type *  Contribution Amount *
[ Loan Proceeds v | l l:] $ |
Contribution Explanation \

——__  Select Loan Proceeds

as Contribution Type

|Donor Information
Prefix First Name: * MI: Last Name: * Suffix:
Address1: ™ | ‘
Address2: [ ‘
City: ™ l ] State: ** :] Zip: :] Search ERTS for

donor name
match

Employer Information

Name: **
Address1: ™
Address2:

City: ** State: ** Zip: v

Click Submit button to save

Figure 14.2-Add a Loan Proceeds

See page 28 for instructions on how to enter a Repayment of Loan.
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Find a Contribution

BOARD OF ELECTIONS

A user may need to find a contribution previously entered into ERTS to:

¢

Delete entry

*
¢ Return funds to
*

Searching ERTS for a

Update or Edit entry

the contributor

Record contribution as unavailable due to Non-Sufficient Funds (NSF).

contribution is done from the Contributions Administration page

(Figure 15). Click on the m button to access the Contribution Update page.

/3 https:/ /securez.ricampaignfinance.com/rhodelslandcl/Candidate/Candidateworkepace _a.aspx - Microsoft In

Fle Edit View Favorbes Tooks  Help

=18(x|

=
Back.

-

Forerd

{ B a4 @& m @& @ | 5B 5 L8 %
Stop  Refresh  Home | Search Favontes Media  Hstory | Mal  Print et Diseuss  iespell

Address [&] htps: jsecure ric

wdcf/Candidate Candi pace_a.aspx

Contribution
Administration
Page

Board of Elactions
Home Page

General Information

=l e Lk >
|

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Administration
Welcome back: JOHH Q CANDIDATE
Helo with this page

Last Login: Apr 22 2005 8:33AM

Click Find to
search for a
contribution

Log Off | v 1.52 (stage)

Cotaibutions

|Cantribution History {10 most recent Contributions)

Contribution Type  Contribution Date Deposit Date  Contribution Amount

M5, LIS K JONES  [indivicual (0341562005 $300.00|Edit
[JOHN @ CANDIDATE  [Loan Procesds 0241562005 $500.00|Edit

[goregate - Incividual  [03m7,2005 lD3m7i2005 $370.00(E it
[JANE JGNES Indiviciual 021212005 $125 00[Edit
MR JOHN M. SMITH  [indivicual (0141262005 350 00|Edit

Donor Maintenance

Biy entering the Donor Maintenance area, you s the user wil hawe the abiity to search for & danar anc to fix any information that is

= stored about the selected donor

Update a Donor

|

&l

ERTS USER MANUAL

[T [ [ nternet

Figure 15- Contribution Administration
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BOARD OF ELECTIONS

At the Contribution Update page, enter in information about the contribution you are finding.
For example, enter in the last name of the donor and/or the contribution amount (Figure 16).

Click Il to yield results.

Contribution

Update

screen T T

_[&]x]

File Edt View Favorites Tools  Help ‘-
= B = = =

= .= .9 at a4 = @ B 5 .8 ¥

Back | Foward | Stop  Refresh  Home | Search Favortes Media  History | Mal Pt EdL Discuss _iespel

Address |@mmr urez i ance . |and(FCandidate/C iorkPage. aspx

=] @eo |tinks

Welcome back: JOHH O CAHDIDATE

Help with this page

|Contribution

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Update

Last Login: Apr 22 2005 §:33AM

Log 0 | v1.52 (stage)

* Required
= Recommendsd

Contribution Type

—

ReceiptDate *  Deposit Date Trensaction Type * Cortripution Ameurt *
Rhode Island Menu [Piease Seeat = [ ,EI ¢ [50.00
Board of Elections
—— Contribution Explanation
General Information ﬂ
e Transaction Number
Vievs Filed Reports. ﬂ
Al |penor information
Search
gt Prefix First Narme: i Last bame; ¢ i
- Contributions I FHITH
- Expenditures Addresst
Cortact Us Address2:
Compaign Finance  Cty: [ State: [ Zp |
Click Find e |Employer Information
N - Forms
Contribution reie
Change Pin
tO search \ Aldresat: |
Aodressz |
\i‘f State: Zip:
s
&} Done [T 5 |4 wntemet
Figure 16 — Contribution Update page
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BOARD OF ELECTIONS

The results for the search will appear at the top of the page (Figure 17). If no results are
displayed, try broadening your search by including less information, such as only the Last
If the search yields results, click on one of the options shown to the right of the

Name.

_[&]x]
Fle Edit View Favortes ook Help \

= .=+ @ @B &4 | @ o @9 @ B g m 2 H %

Back | Fowed | Stop  Refresh  Home | Search Favortes Meda  History | Mal Pk Edi Discuss iespel
address [ &) hitps: jsscure2.ricampaignfinance comjR hodslslandCF/Candidate/contributionchange. aspx =] @0 |unks >

State of Rhade Istand and Providence Planitations

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Update
Contribution

search results

22RO i 014272005 $5000H0  UpdateDalstsReturn bS]

Welcome back: JOHH @ CAHDIDATE Last Login: Apr 22 2005 §:33AM
Help with this page Log Of |v1.5.2(stage) /
Name pe mount

Rhoe Island Menu [Contribution PO |
Board of Elections  Contribution Type Receipt Date = Depostt Date Transaction Type * Contribution Amourt *
Home Page
Genersi nformation | P52 Select H I [ arz] oo
“iew Filed Reports  Contribution Explanation
User Login E
Trangaction Mumber
Search
- Filings =
-comcbtions | Doner Information
Prefix First hame. M Last Mame: Suffix;
Contact Us '_ ’_ I I_SMWH
Campsign Finsnce  mddresst:
Adriress2
City: | State: | T | —
|Emp|oyer Information
Name: [
Addresst: |
nnnnnnnn ) LI
) [ 15 4 irternet

Figure 17 — Contribution search results

The options displayed are:

Update: Allows you to change/edit details for the contribution.
Delete: Delete the contribution from ERTS.

Return: Used if you returned a contribution to a donor

NSF: Used when a contribution is returned for insufficient funds
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Updating a Contribution (Figure 18)

BOARD OF ELECTIONS

If you choose to update a contribution you searched for, click the Update link to be taken to
the Contribution Update page. Change any details of the contribution which need to be

changed. The only detail you cannot change is the Contribution Type.

finished, click NEEErrE .

Once you are

/3 https://secure2.ricampaignfinance.com/RhodelslandCF /Candidate,/contributionchange.aspx - Mickosoft Inte: 18 x|
Ble Edt Yiew Fovories Took Help E
« o o= 9 [ 4 m @ B- 5 Bl
Back Farward Stop Refresh  Home Search Favorites  Media  History Mail Print Edft Discuss  ieSpell
j @ Go I Links #"

Addvess (€] https:Jsecure? ricsmpsigrfinance. comiRhodslslandCF/Candidatefcontrbutionchsngs. aspx

Contribution
Update page =™

‘Welcome back: JOHH @ CANDIDATE

Help with this page

|contribution

H

State of Rhode Island and Providence Plantations

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Update

Last Login: Apr 22 2005 8:33AM

Update the
contribution
details

Log Of |v1.52 (stage)

* Required
** Recommended

Contribution Amourt *

Contribution Type Receipt Date *  Depost Date Transaction Type *
Rhode Island Menu [ircvvciaat =] [tz [ Check =l ¢ o
Board of Elections
e Pate Contribution Explanstion o
Genersl Information
Transaction Mumber
¥igw Filed Reports d
User Login .
|Donor Information
Search
Edit
Prefix; First Mame: Lk Last Name: Suffix
MR JOHH H. SMITH
Address1 22 SOUTH MAIN ST
Acdress?:
City: PROVIDENCE State: Rl Fip 02904
Employer Information
e R
- ress:
Click Update Forms Addressz:
. . City: PROVIDENCE State: R Zip: 02908
Contribution ~_| stenserin
when finished \
=
] [T 7S [ wtemet

Deleting a Contribution

Figure 18 — Updating a Contribution page

If you need to delete a contribution you searched for, click the Delete link (Figure 17) and a
modified version of the Contribution Update page will display. A confirmation message
asking if you wish to delete the contribution will display at the top left of the screen. Click Yes

delete the contribution or No to cancel.
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Returning a Contribution

In the event you need to return a contribution to a contributor, search for the contribution and
click the Return link, which will bring up the Return a Contribution page (Figure 19). Enter
in the amount you are returning to the donor and complete any of the additional fields as

needed. Click the button to submit the data to ERTS.

=1El%]

’; https://secure.ricampaignfinance.com/RhodelslandCF/Candidate /contributionchange.aspx - Microsoft Iu!: N

Ele Edt Yiew Favorites Tools  Help

© . > @ B A(@ @ ® OB 3 B, D %

Back Forard Stop  Refresh Home | Search Favortes Media  History M Print EdiE Discuss  ieSpell

| @ao |unks >

Address i@ httpe: {{secure? ricampaignfinance.com/RhodelslandCF/Candidate/contributionchange. aspx

State of Rhode Island and Providence Plantations
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Update
Welcome back: JOHH O CAHDIDATE Last Login: Apr 22 2005 8:33AM
Help with this page Log Off |v 152 (stage)
|Return a Contribution
Original Cortribution Mumber: 142270
Expenditure Type: Other >
Payment Type: Check =
Contribution Amourt: §50.00
Amourt Returning: * 3
Search Explanatior:
Filings |
- Contributions
e Expenditure Date:
Contact Us Payment Dete:
Campaign Finance  Check Number
Home
e Return Contribution #142270 m
Change Fin
2] Done [T T8 [ meemet

Figure 19 — Return a Contribution page

Non-Sufficient Funds (NFS)

If a donor made a contribution to you with a check and the check was returned by the bank
due to Non-Sufficient Funds (NFS), search for the contribution and click the NSF link to bring
up the NSF Check page. Enter the date the check was returned and provide a brief

explanation. Click the button to submit the change to ERTS.
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Expenditures

Clicking on the SERENE tab will bring you to the Expenditure Administration section
of ERTS. This is where you can enter and manage all the expenditures of your organization.

Expenditure i ExpenditureWorkPage - Microsoft Internet Explorer B -8 x|
P - File Edt View Favorites Tooks  Hel
Administratio S aRe e L [ = |
= T =g = = = =
age .+ ©® B &4 @ m @# @B 3 o =H »
pag NEack Foriward Stop  Refresh  Home | Search Favorites  Media  History Mail Print i Discuss iespel Add an
Agd%‘*_@.jttps:ﬂsecurﬂ.r\campalgnﬁnan:e.cumﬂrhudels\arvdcFICandldatefcand\datewwkspa:e_a.asux =l @co |unks .
- Expenditure
State of Rhode Island and Providence Plantations
Expend|tu re Campaign Finance Electronic Reporting & Tracking System (ERTS)
Tab
Expenditure Administration
Welcome back: JOHN : CANDIDATE Last Login: Apr 26 2006 7:22AM Find an
suigith this page Log O |v1.5.2 (stage) Expenditure
il Expenditures J
Rhade Island Menu 1 0 most
Board of Elections recent
ot Poge Expenditures
General Information  foHy @ CANDIDATE Repayment of Loan  [03/22/2005 $253 00/
View Filed Reports  [RENASSAIANCE CATERING [AP Repayment 030172005 0310172005 $20000[Edit
Usar GBai [RENASSAIANCE CATERING [Account Payable 02052005 $200.00[Edit
— Agoregate Expendture [03/25/2005 $57 50|Edit
it cooD PiZZA CO Campaign Expenciture 03032005 $150.00[Edit
Enter the - Contributions BLACKSTONE BANK Campalgn Expendiure [02/27/2005 P =
- Expenditures 441 PRINTING INC: Campalgn Expenciture [12/25/2005 §78 52| Edit| Edit
Payee Contact Us E I da':I
i e Xpenditure
Mamter_‘ance \ Lampsign finsnce |Payee Maintenance p
section S By ertering the Payee Mairtenance ares, you s the user will have the abilty to search for a Payee and to fix any information that
Forms i stored about the selected Payee.
Change Fin Update a Payee
&) pone 8 [ mtemet

Figure 20 — Expenditure Administration page

Expenditure History ...

This section allows you to view the last 10 expenditures entered into ERTS. The following
detail is provided for each of the contributions:

. payee for the expenditure
o |CENCNIICMAY I This is the type of expenditure.

S CELENOEYEIE: This is the date the expenditure was incurred. This date will
be the same as the Payment Date for expenditure types not requiring an
expenditure date.

o [EWNEMANEIE: This is the date the expenditure was paid.
o [DOINCNUTEWALEII: The amount of the expenditure.
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Adding a New Expenditure (Figure 21)

To add a new expenditure in ERTS, you must click the m button in the Expenditure
History section (Figure 20). The Expenditure Entry page will then appear (Figure 21). The
following sections are found on this page:

expenditure was paid.

Expenditure: Specific Information about the expenditure being added
Payee Information: Required information about the payee to whom the

_iEx
S ) B A @ @ 3 H & = H ¥
Back Forward Stop  PRefresh  Home | Search Favortes Meda  History | Mal  Print  Eci  Discuss  ieSpel
Address [&] httpsifjsecure? ricampaignfi rfthodzTslandct rkPage. aspx =] @0 |t >
State of Rhode Island and Providence Plantations 2
- i [= Campaign Finance Electronic Reporting & Tracking System (ERTS)
Disbursement
Type \ > Enter details
yp Expenditure Entry
. of the
Welcome back: JOHHN Q CANDIDATE Last Login: Apr 26 2006 T:22AM | E di
S — xpenditure

|Expenditure

* Reguired
“* Recommended

Disbursemert Type *

Expenditurs Type * Expenditure Amount *

[#&]Done

Disbursement Type (Figure 21)

[ 18 [ mhemet

Figure 21 — Entering an Expenditure

into the fields

[ Campaign Expendiure =] [Advertising =3
Board of Elactions ; Expendiure Dete
el B Expendiure Explanation et
=l
Cheek Number Enter
bt -
- details on
T |Payee Information L— the payee
EZ .'u“'r: & ndividual € Organization |n_t° the
Prefix First Name * i Last Mame Sutti fields
Cortact Us
[ [ [
Campaign Finance
e Addresst = [
— Address2 [
Forms
Change Fin A Stai &p
Search for a /y
payee in the
[ s | database [ e 5

Before entering any information for a new expenditure, you must select a Disbursement Type
from the first scroll box at the upper left of the Expenditure Entry page. This is important
since the required fields on the page will change depending on the disbursement type
selected. The following disbursement types are available for you to select:

e Campaign Expenditure:
e Aggregate Expenditure
e Repayment of Loan

e Refund Contribution

e Account Payable

e AP Repayment

Once you have selected a disbursement type, you may then enter data into the rest of the
fields on the page. Be sure to select the appropriate Expenditure Type from the drop-down.

If you leave a required field blank, you will receive a warning message in red text indicating which
required fields you failed to correctly enter information into.
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Add an Aggregate Expenditure (Figure 21.1)

The filer may elect to report expenditures as an “Aggregate”, by Expenditure Type,
provided the total paid to a vendor/payee does not exceed $100 in the calendar year
(Figure 21.1).

Select Aggregate Expenditure
as Disbursement Type

/

Select Expenditure
Type *: Required

|Expenditu re ** Recommended

Disbursement Type * /
[ Aggregate Expenditure |

Expenditure Type *
[ Donations (All Others)

Expenditure Amount *

v |$[350 « |
Expenditure Date
(mm/ddlyyyy) *

03/31/2005
Enter last day of

reporting period

Enter total amount for
reporting period

Expenditure Explanation

5 donations $50 each

1 donation $100 \

\

Include
Explanation

Click Submit button to save
+— .
m entry into ERTS

Figure 21.1 — Add an Aggregate Expenditure
Add a Repayment of Loan (Figure 21.2)

Candidates may repay loans contributed to their campaign. ERTS keeps track of the loan
amounts and the loan amounts unpaid. When entering a Repayment of Loan, the
Expenditure Amount cannot exceed the Loan Amount Unpaid for a Selected Loan. Only
one loan can be selected per entry. Multiple entries may be required.

Select Repayment of Loan as &
Disbursement Type - Required

**Recommended

Expenditure

Disbursement Type *

e

>

Expenditure Type * Expenditure Amount *

$ 1250 <4——__ Enter expenditure

details

[ Repayment of Loan |Loans Payable |

Expenditure Date (mm/dd/yyyy) *

05/04/2009

Check Number
[52

Expenditure Explanation

Click Select next to the

‘/J/ loan you wish to repay

Dane D13 Dd ! & Dd . 0 Aald D4 Late = [= B Dd
Select [|JOHN Q CANDIDATE |$1,000.00 $1,000.00 04/01/2008 v
Select | |JOHN Q CANDIDATE [$500.00 $0.00 01/30/2005
Select | |JOHN Q CANDIDATE |$200.00 $0.00 03/30/2005

=
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Click Submit button to save

entry into ERTS Figure 21.2 — Add a Repayment of Loan

28

MAY 2020




STATE OF RHODE ISLAND

Add an Accounts Payable (Figure 21.3)

BOARD OF ELECTIONS

A filer should report an expenditure for goods or services received, but not paid for, as an
Accounts Payable and an AP Repayment when the expenditure is paid.

Expenditure

Select Expenditure

* Required
Type

™ Recommended

Disbursement Type * Expenditure Type *

penditure Amount *

|Account Payable €~ | [ Advertising - s ISEO <\‘\
5 Enter expenditure
Select Accounts Payable as Expenditure Date details
Expenditure Explanation ** Disbursement Type (mm/dd/yyyy) *
PALM CARDS RECEIVED, INVOICE NOT PAID 05/08/2005
YL
Credit Account:
—
Include Previous Aggregate
Explanation
Payee Information
QO Individual ® QOrganization Search for Payee or enter
Srgani%ation PAULY PRINTING ‘ <« Pa)_/ee Informatipn if Payee
ame is not saved in ERTS
Address1 ** | 152 ELMHURST AVE
Address2
City ™ CRANSTON ] State =~ RI Zip |02911

Click Submit button to save

Submit | «— entry into ERTS

Figure 21.3 — Add an Accounts Payable

Add an AP Repayment (Figure 21.4)

. * Required
|EXPendltU re ** Recommended
Disbursement Type * Expenditure Type * Expenditure Amount *

[AP Repayment  w._ V| [Refunds/Reimbursements v |$ (350 ‘

Select AP Repayment as

: ' Disb tT
Expenditure Explanation isbursement Type

Total Amount Amount U

Payee

Select «/PAULY PRINTING [$350.00 $350.00

Check/Pymt Date
Enter expenditure (mmidd/yyyy) *

details ——n__

Check Number
155

npaid Expenditure Date Selected Expenditure

05/08/2005

Click Select next to the
AP you wish to repay

Click Submit button to save

M/ entry into ERTS
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Searching for a Payee (Figure 21)

Once you have entered a payee and the associated expenditure into ERTS, you do not need
to retype the payee’s information if there is another expenditure to them from your
organization. Select the Disbursement Type and enter the required details regarding the
expenditure. Type the Payee’s last name or organization name into the appropriate field in
the Payee Information section, then click HEZZZM . A list of possible matching payees will
appear below the fields. Select the correct payee to which the expenditure was made and
the Payee Information will automatically be loaded into all the appropriate fields. Verify all
the information for the payee and expenditure are correct and click JEILuLl to save the
expenditure in ERTS.

It is important that you utilize the Search feature whenever you are adding expenditures. This
will allow ERTS to store each of your payees in its database. If you frequently have
expenditures to the same payee, this will make it easier as you will not have to enter that
payee’s information each time.

If you fail to use the Search feature, you more than likely continue creating duplicate payee
records for the same individual or organization, which will problematic if you ever need to
update the payees contact information in the database using the Payee Maintenance section
since you will have multiple entries to change for the same payee.

Payee Maintenance ..

If a previous payee has new contact information and you are making another expenditure to
that payee, do not add a new expenditure to the payee until you have updated their entry in
the database. In the Payee Maintenance (Figure 20), click on Update a Payee and you will
be taken to the Donor/Payee Update page (Figure 22).
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Figure 22 — Donor/Payee Update page
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Once you arrive at the Donor/Payee Update page, select whether the payee is an individual
or an organization and the fields on the page will change accordingly. Then enter the payee’s
last name into the Last Name field or enter the name of the organization (if relevant) and click
IEEZXZE . ERTS will search the database for all payees with the last name or organization
name you specified. All matches will be displayed at the bottom of the page. Click the name
of the payee you wish to update (Figure 22.1).

o 3 [ D B . = ‘
ol By i e . | B o
6o | ks » Google~ [ ") addess [ ] hey =] @5 |unks ?[ Google~ [ »)
= ]
tto o Rvodolslod andProdenco Platatons tato ofFhodo st and Proence Pataons
Donor/Payee Update Donor/Payee Update
Lo e 20208 SP—
Legot | (stage) Log O |v 152 (stage)
WWWWWWWWWWW
s
aaaaaa [
eeeeee I
. o
|search Resuits Home.
hona i
0" [Full Name |Record Date__|Addre i i
iz =
70w [T 15 (@ otermet Eoee 5 T
Figure 22.1 — Payee update search results Figure 22.2 — Edit payee information

Once you have updated the payee’s information, click gl at the bottom-left of the screen
to save the changes (Figure 22.2). You will then be returned to the Expenditure
Administration page.

Searching for an Expenditure (Figure 23)

There are times when you may need to search for a specific expenditure to a particular payee.
Searching ERTS for an expenditure is done within the Expenditure Administration section

(Figure 20). Click on the m button to access the Expenditure Update page (Figure
23).

At the Expenditure Update page, enter any information about the expenditure as you know.
For example, enter in the name of the payee (Figure 23).

The results for the search will appear at the top of the page (Figure 24). If no results are

displayed, try broadening your search by including less information. If the search yields
results, click on one of the options shown to the right of the expenditure.
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Updating an Expenditure (Figure 25)

BOARD OF ELECTIONS

If you choose to update an expenditure you searched for, click the Update link to be taken to
the Expenditure Update page. Change any details of the expenditure that need to be
changed. The only detail you cannot change is the Disbursement Type. Once you are

finished, click :

Expenditure

Update page —— '

Click
“Update
Expenditure”
to submit the
updated
expenditure
to ERTS
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Deleting an Expenditure

If you need to delete an expenditure you searched for, click the Delete link (Figure 24) and a
modified version of the Expenditure Update page will display. A confirmation message
asking if you wish to delete the expenditure will display at the top left of the screen. Click

Yes to delete the expenditure or click No to cancel (Figure 26).
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Figure 26 — Delete Expenditure confirmation page
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Filing Reports

BOARD OF ELECTIONS

Clicking on the [ Filings ETAMETHS Organization Overview page will bring you to the
Filing Administration page where the user may submit filings to the Board of Elections and
review filings already submitted.
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Fl"ng HIStOry (Figure 27)

Figure 27 — Filing Administration section

The Filing History area contains all the filings submitted to the Board of Elections. You can
view both the electronic and scanned original (if any) version of the filing.

e Amend: Click to amend the report
o View: Click to view the report

Reports

Due

(Figure 27)

Indicates whether the report was received or not.
Indicates date the report was filed.

The Reports Due area allows you to easily see the status of various report types. The report
status column will indicate whether the report is past due. This area displays:

o View/File: Click to electronically file the report through ERTS.
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Filing a Report (Figure 28)

Once the data entry of all contributions and expenditures has been completed and you are
ready to file a report which is scheduled in the Reports Due section, click the View/File
link next to the report you wish to file (Figure 27). The CF-2 Summary of Campaign Activity
screen (Figure 28) page will appear. Verify the Candidate, Treasurer or Organization name
and contact information are correct.
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Figure 28.1 — CF-2 Summary of Campaign Activity Lower Screen
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The summary totals of all contributions and expenditures entered into ERTS will autofill the
CF-2 Summary of Campaign Activity. Once you have verified that all of the fields are
accurate, click IEEEZEEM to submit the report to ERTS (Figure 28.1). A confirmation
dialog box will appear asking you if you are sure you want to file the report (Figure 29). Click
OK to submit the report or click Cancel to return to the CF-2 Summary of Campaign Activity
screen without filing the report.
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Once ERTS has successfully saved your report, you will see a filing confirmation screen
(Figure 30). Click “Click here to View Report” if you wish to view and print a paper copy of
the report you filed.

Amending Filed Reports (Figure 31)

If you need to amend a report you have already filed, you may submit an amended report to
the Board of Elections through ERTS. Proceed to Contributions (page 9) and/or Expenditures
(page 26) for instructions on adding, updating, or deleting transactions in ERTS. Once the
data entry is completed, submit an amended report by clicking on the [ Filings BT
get to the Filing Administration page (Figure 31). Under the Filing History area of the
page, locate the report you wish to amend and click the Amend link next to the report.
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Figure 31 — Amending a report through the Filing Administration page

Once you click the Amend link, you will be taken to the CF-2 Summary of Campaign
Activity page, as you were when you initially filed the report. Verify the changes you have
made are incorporated into the amended filing and click to submit the report to
the Board of Elections through ERTS.

A confirmation dialog box will appear asking you to confirm if you want to file the report. Click
OK to submit the amended filing or click cancel to not submit the filing. If you click OK to file
the report, a confirmation screen will appear informing you that your report has been filed. It
is recommended you print this report for your records.

If the cash balance is changed after amending a report, be sure to amend subsequent reports to carry
forward the updated cash balance.
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Submit a Non-Scheduled Filing (gigyre 27)

The Non-Scheduled Filing area contains the filings that may be submitted to the Board of
Elections, that are not scheduled in the Reports Due section. These filings include:

e CF-1 Notice of Organization: This form is used to register a candidate, officeholder,
political party committee or PAC with the Board; and/or to appoint/designate or change
a campaign treasurer and deputy treasurer(s).

o CF-5 Affidavit for Annual Filing Exemption: This affidavit, when filed, exempts a
campaign finance treasurer from filing the scheduled periodic reports of contributions
received and expenditures made for a specific report year. Thereafter, a Summary of
Campaign Activity (CF-2); a Schedule of Contributions Received (CF-3); and a
Schedule of Expenditures (CF-4) must be filed no later than the last day of the month
next following the end of the reporting year to report any campaign finance activity
occurring within said reporting year.

e CF-7 Affidavit Dissolving Campaign Account: This affidavit, when filed by a

campaign treasurer, certifies that there are no remaining campaign funds, the
campaign has completed its business and is thereby dissolved.
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Creating Activity Reports

Through ERTS, you have the capability to view and print activity reports for your organization.
Activity can include any of the following items:

e Contributions

e Expenditures

e Loan Status

e Account Payable Status
¢ AP Repayment Status

The report can be customized according to a variety of criteria including: election cycle, date
range, contribution type, donor last name, organization name, amount, filing status, and
contribution status. Additionally, you can choose to create a summary report or a detailed
report.

To create a report for your organization, click on the tab on the Navigation
Bar. This will take you to the Organization Reports page (Figure 32). Select the criteria on
which you wish to base the report.
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Figure 32 — Organization Reports upper screen
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Figure 33 - Organization Reports lower screen

Click and ERTS will display your report onscreen (Figure 33). The report
is formatted to be easily printed. To print the report, right-click anywhere on the screen and
select ‘Print’, or export detail to comma delimited file (Excel). Click on Izl to go
back to the criteria selection page for another report. (See Figure 34).
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Figure 34 - Report
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Reviewing Pending Contributions and/or Expenditures

It is important to review pending contributions and pending expenditures before and after
filing a report. This will help you identify which transactions you have already entered into
ERTS or which transactions remain unfiled after filing a report. The pending contributions
and pending expenditures totals can be located on the Organization Overview page (Figure
35).
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Figure 35 — Pending Contributions & Pending Expenditures Totals

To review pending contributions or pending expenditures, click the tab and
select Contributions or Expenditures in the I want to view drop-down menu. Select Un-filed
in the Filing Status section (Figure 36) and click the button at the bottom
(Figure 33). The pending transactions will be displayed (Figure 34).

Refer to page 24 if any contributions need to be updated or deleted and pages 33-34 to
update or delete any expenditures. If a transaction needs to be filed after updating, refer to
page 38 on how to amend a filed report.
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Figure 36 — Organization Reports Upper Screen

éﬁm

If you are unsure why a pending contribution or pending expenditure is not filed, be sure to check for

incorrect dates (e.g. year input as 2002, instead of 2020) or if the date of the contribution or expenditure
falls outside of the reporting period for the report you filed.
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